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Balance your time at 

college and home 



Overview 

 

 
One of the key aspects of being at college is the independence that you gain to 

balance your own time. However, there are many different factors that compete for 

your time. In school, you have to balance lessons, homework, independent study and 

revision just on an academic level, as well as House activities, work experience, clubs 

and societies. At home, you have family commitments, clubs, hobbies, sports, friends 

to see and a social life to maintain as well as possibly a part time job. Being able to 

juggle and effectively manage all of these elements is vital to success. 

 

Details 
 

Firstly, be aware that if you have a part time job, your hours of work must not be 

within the school day, even if you have free periods, as you may be asked to come to 

meetings or do private study periods at these times. 

 

Some tips for maintaining an effective balance and ensuring that all commitments 

are met: 

 

• Create a timetable of hand in dates and deadlines and use notifications if 

needed – keeping on top of your work is really important and if you start to fall 

behind, you are likely to feel overwhelmed which will cause stress. Staying on 

top of work has to be a priority and if you use your phone to do this, you can 

easily set notifications or reminders to help with this. 



• Use to do lists each day and prioritise – focus on meeting deadlines and 

ensuring that homework is complete. You can put the work that you need to 

do immediately at the top. If you add tasks for a few days ahead onto your list, 

you can feel satisfied if you get them done but know that you still have time to 

complete them later if need be. Ticking items off when they are done allows 

you to see what you have achieved and makes the rest seem more 

manageable. 

• Maximise the time you spend in college to save extra work at home – use 

study periods effectively – have a plan as to what you are going to achieve. 

This might come through a list of set tasks, or could be a list of topics to revise, 

or additional reading to support your knowledge. You could read ahead or 

consolidate your knowledge. Think about what is more important – you can 

socialise at lunchtimes or after school; it is better to focus on academic work in 

your time in college and socialise outside of these times. 

• Limit your paid work – college work has to take priority so ensure that you can 

complete all of your homework and additional study/revision in the time left 

over. 

• Allocate designated study periods through the evenings and weekends and let 

people know – this way you shouldn’t be disturbed. Letting people know that 

you will not have your phone between 5 and 6 each night means that you can 

stay focused on work without getting distracted 

• Make sure you work efficiently and effectively – don’t just be busy with things 

that don’t actually help you. Make sure that everything you do is helpful and 

allows you to learn/study effectively. Having a clear plan of what you want to 

achieve will help with this. There is a How to guide on this if you need more 

help.  

• Have a support network – friends and family can help you if needed. Let them 

know if you need some help with balancing your time or if you need some time 

to get on with work. There is big support network in school as well. If you are 

struggling, ask your form tutor or one of the Sixth Form team for help. 

• Ensure you take time for you as well and watch for signs of burnout – you 

need to have built in time when you can relax and unwind, away from the 

pressures of college and life in general. Schedule this time so that you know 

you have this break coming up. If you spot any of the following signs (not an 

exhaustive list) in yourself or someone else, ask for help. 

Sense of failure and self-doubt, feeling helpless and defeated, feeling alone in 

the world, loss of motivation, increasingly cynical outlook, decreased 

satisfaction and sense of accomplishment, physical symptoms linked to panic 

and anxiety, insomnia, feeling overwhelmed 



Actions: what you 

need to do next 

 Start with an inventory of what you do – what commitments do you have in all 

areas of your life? 

 Then, categorise these into necessary commitments and things that you want to 

do but aren’t essential; use this information when deciding what to prioritise 

 Set up a way of noting and managing deadlines – this may be physical (in a 

diary/notebook) or might be on your phone via an app 

 Same thing for a to-do list – ensure it is up and running and that you can tick 

things off your list when they are complete 

 Plan how you are going to use your study periods effectively – not just Private 

Study but also your ‘free’ periods, which should ideally be used for study too 

 Try a week using the systems you have put in place and then evaluate – what 

has worked and what hasn’t worked? Why? Adapt your plan accordingly  

 If you are starting to feel overwhelmed, speak to someone in your support 

network and ask for help. Do this early on so that you can get help before you 

are too far behind 

 Use the other How to Guides for help on ensuring you are studying effectively 

and how to revise 
 

Useful links 
https://www.cife.org.uk/article/managing-time-sixth-form/ - additional information 

on how to balance your time 

https://www.oxfordlearning.com/how-to-study-effectively/ - tips on how to ensure 

you make the most of your study time and work effectively  

https://people.nhs.uk/executivesuite/support-in-difficult-times/stress-and-

burnout/ - NHS support for burnout symptoms 

 

 

If you need any further support, please speak to Mrs Whitelaw, Mrs 

Barnard or Mr Ellis 
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